
Publication EF-17 
(Rev. 11/20/2025) 

 
 
 
 
 

 
 

State of Hawaii 
Department of Taxation 

Hawaii Tax Online 
Rental Collection Agreement  

Simple File Import  
Handbook 

 
 

 
 

Release Date 12/2025 (V3.0) 



Publication EF-17 RCA-1 Simple File Import Handbook 
Page 2 

  

 

Table of Contents 
Introduction .............................................................................................................................................................3 
Contact Information.................................................................................................................................................3 
General Information ................................................................................................................................................4 
Simple File Import Specifications .............................................................................................................................4 
Simple File Import Layout ........................................................................................................................................5 
Uploading SFI on HTO ...............................................................................................................................................5 
SFI Instructions .........................................................................................................................................................5 
Errors After File Import ......................................................................................................................................... 12 
Helpful Tips ........................................................................................................................................................... 13 
Unit Code .............................................................................................................................................................. 13 
Country Code ........................................................................................................................................................ 13 
 
  



Publication EF-17 RCA-1 Simple File Import Handbook 
Page 3 

  

 

Introduction 
The State of Hawaii Department of Taxation (DOTAX) supports a Simple File Import (SFI) method that allows for 
the submission of Form RCA-1 (Schedule of Property Owners Entering into a Rental Collection Agreement) 
using a spreadsheet program.  
This handbook provides step by step instructions for SFI only. It is intended to assist submitters by providing 
information needed to prepare the worksheet and submit the RCA-1 data accurately.  
 
The two (2) Form RCA-1 submission methods are: 

1) Simple File Import 
2) Manual Entry 

Contact Information 

For general information or inquiries about submitting W-2s through SFI, contact us by: 
• Phone: 808-587-4242  
• Email: taxpayer.services@hawaii.gov  
• Message: Send a secure message from your Hawaii Tax Online account. 

 

For technical questions or issues, email Electronic Processing at  
• tax.efile@hawaii.gov 

 

Contact Hours: 
Monday through Friday, 7:45 a.m. to 4:00 p.m. Hawaii Standard Time (HST).  
Our office is closed on weekends and all Hawaii State holidays.  

• Holidays which fall on Saturdays are observed on the preceding Friday. 
• Holidays which fall on Sundays are observed on the following Monday. 

 
Hawaii State Holidays 

New Year’s Day The first day in January 
Dr. Martin Luther King, Jr. Day The third Monday in January 
Presidents’ Day The third Monday in February 
Prince Jonah Kuhio Kalanianaole Day The twenty-sixth day in March 
Good Friday The Friday preceding Easter Sunday 
Memorial Day The last Monday in May 
King Kamehameha Day The eleventh day in June 
Independence Day The fourth day in July 
Statehood Day The third Friday in August 
Labor Day The first Monday in September 

General Election Day 
The first Tuesday in Nov. following the first 
Monday of even numbered years 

Veterans’ Day The eleventh day in November 
Thanksgiving The fourth Thursday in November 
Christmas The twenty-fifth day in December 
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General Information 
1) Each worksheet file may contain up to 1,000 Property Owners.  
2) Multiple file imports per day are accepted. 
3) Web logon must have access to a General Excise (GE) Tax account. 
4) Who must submit the Form RCA- 1: 

i) Third-party rent collectors are required to submit Form RCA-1 for each property owner whom they 
have entered into a rental collection agreement (e.g. Property Management Companies). 

ii) Property owners are not required to submit form RCA-1. If you are the owner of the property, do 
not submit this form. 

Simple File Import Specifications 
To submit Form RCA-1 using SFI on HTO, you are required to import a file created using a spreadsheet 
program such as Microsoft Excel, or download the RCA-1 Worksheet for SFI at 
https://tax.hawaii.gov/eservices/sfi. Your file must adhere to the following specifications: 

1) File type must be Microsoft Excel (.xlsx).   
2) The workbook may contain multiple tabs. The spreadsheet tab that is recognized for import must be 

named “Main”. The workbook must only contain one tab named “Main”. 
3) The Main tab must contain the required information: Property Owner Name, Social Security Numbers 

(SSN), Individual Taxpayer Identification Number (ITIN), or Federal Employment Identification 
Numbers (FEIN) and Property Owner’s Address. 

4) If available, include the Property Owner’s General Excise (GE) Tax ID and Transient Accommodations 
(TA) Tax ID. 

5) Each row should represent one Property Owner, and each column should represent one piece of 
required information outlined in the Simple File Import Layout section of this handbook.  

6) Do not enter Property Owner’s information in the first row. The first row is reserved for column 
headings.  

7) Do not include blank rows within your data set. A blank row is interpreted as the end of the file.  
8) Do not include dashes in SSN/ITIN, and FEIN.  
9) If you are using Microsoft Excel to create your file and have an SSN or Zip Code that begins with a zero, 

place an    apostrophe (‘) before the zero. 
10) Zip (column L) can be entered as 12345-1234 format or without the last four digits. 
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Simple File Import Layout 
The following layout defines how the simple file should be structured: 

Column Field Specifications 
A Social Security Number / ITIN ######### 
B Federal Employment Identification Number ######### 
C Name Limit to 75 Characters 
D GE Hawaii Tax ID Number GE############ 
E TA Hawaii Tax ID Number TA############ 
F Country Limit to 3 Characters* 
G Street Limit to 100 Characters 
H Unit Type (Apt, Bldg…) Limit to 4 Characters** 
I Unit Limit to 30 Characters 
J City Limit to 100 Characters 
K State Limit to 100 Characters 
L Zip #####-#### 

* See Country Code table on pages 13-14.  **See Unit Code table on page 13. 

Uploading SFI on HTO 
SFI Instructions  
1) Create a .xlsx file for import. 
2) Log on to your Hawaii Tax Online account. 
3) Select More… tab. 
4) In the Payments and Returns tile, select Manage Rental Collection Agreement (RCA-1). 
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5) Select Submit Form RCA-1 (Required). 

 
 

6) Information about submitting the RCA-1, select Next.  

 
 
 
 
 
 

 
 
 



Publication EF-17 RCA-1 Simple File Import Handbook 
Page 7 

  

 

7) Select the GE Hawaii Tax ID from the dropdown and enter Tax Year. 
8) Select Next. 

 
 
9) Method of Submission, select Simple File Import. 
10) Select Next. 
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11) Select Import Simple File. 
12) Select Choose File and OK to import. 
13) Select Next if no errors are identified.  

 
 
14) If errors are identified in your imported file, the following step error will be presented. Select OK.  
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15) Review the imported data populated on the submission. 
a) No errors, select Next. 
b) Errors identified, correct the file and reimport it by selecting Import Simple File. The previously 

imported data will be overwritten. 
Note:  You may also correct the errors directly on HTO, See Errors After File Import for more information on 
error correction. 

 

16) Supporting Documents page, attaching the 1099-MISC or Rental Agreement documents is optional. If you 
need to add a 1099-Misc or a Rental Agreement; select Add Attachment.  
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17) Select a Type of Attachment and Choose File. 
18) Select OK to import. 
19) Select Next to continue. 

 
 

20) Review Summary and select Next. 
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21) To Confirm Submission; enter Password. 
22) Submit 

 
 

23) To print a copy of Form RCA-1; scroll down and select Printable View. 
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Errors After File Import 
Additional attentions are indicated in various ways. 
1) Select Show Errors to view only the rows with errors. Note: If your file contains more than 20 Property 

Owners and include errors, the “Show Errors” link will appear. Select Show All to return to the complete 
list. 

2) The errored row is identified with  

3) The specific field is identified with   

4) A blank required field is identified with  

 

5) Correcting errors directly on HTO, select the errored property owner, the property owner information 
details screen will appear, make the necessary corrections. Navigate back to the property owner list and fix 
all errored property owners. 
Do not select “Next” until all errors have been resolved.  

 

TIP: Identified errors should be corrected in the file and then reimport it by selecting Import Simple File. The 
previously imported data will be overwritten. This ensures the data in the file matches what is submitted. 
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Helpful Tips 
To prevent records from going into error, here are helpful tips when creating your spreadsheet file: 
1) If you imported a file but have not submitted it, do not import another file. Importing a new file will 

override the existing information.  
2) The workbook may contain multiple tabs. The spreadsheet tab that is recognized for import must be 

named “MAIN”. The workbook must only contain one tab named “MAIN”. 
3) Sample of the Simple File Import Layout:  

 

Unit Code 
Description of the Unit Type and Code for Column H. 

 
 

Country Code 
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